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bea·con (bē¹kən) noun
A signaling or guiding device, such as a lighthouse, located on a coast. A source of guidance or inspiration.
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Administrative Services Division
by Glen Durst
Telephone: 202-720-3551

On May 15, 1998, I attended and
spoke at the Western Council of
Food Inspection Locals Convention
in Portland, OR.  I would like to
share with you some of the
comments I made on the
Administrative Services Division
(ASD).

ASD assures that all FSIS
employees have the space,
equipment, and supplies necessary
to carry out their assignment in a
safe and healthful manner.  Sooner
or later, the activities performed by
ASD touches each employee,
whether the activity is mail,
directives and notices, motor
vehicles, office or laboratory
furniture, or records management
service.  Our goal is to assure that
the services provided by ASD reflect
the needs of our customers.  Thus,
the support that we provide must
reflect what each employee needs
to carry out his or her job.   We
recognize that our organizational
structure must be responsive to the
delivery of these services.

To effectively provide these
services, we have adopted business
practices that have been used in the
private sector.  For example, the
reorganization of FSIS centralized in

Washington, DC the administrative
support functions for all field and
headquarters components.  This
allowed us to consolidate all regular
supply activities in a single location
at Landover, MD.  We have also
provided FSIS employees with 3rd

party draft and purchase card
capability, provided electronic
forms, directives and notices, and
developed an efficient sample
shipping container.

I concluded my comments in
Portland by asking each participant
to let us know how we can help -- if
you don't tell us, we can't address it.
For your reference, Attachment 1
describes the activities carried out
by each of the ASD Branches and
Sections.  Attachment 2 lists the
names, titles, and telephone
numbers of Division employees.

As a footnote, this is the first
anniversary of the publication of the
ASD Service Beacon.  Each month,
we have attempted to provide you
with timely and informative articles
on the services that ASD and our
partners provide.  We appreciate
the feedback received and
encourage you to continue this
dialogue.  Thanks for your support!

OCCUPATIONAL SAFETY ANDOCCUPATIONAL SAFETY AND
HEALTHHEALTH

Safety and Health Committees
by Tom Wright
Telephone: 202-720-3845

While the Field Operations/National
Joint Council of Food Inspection
Locals held their quarterly safety
meeting at the USDA Safety and
Health Conference in New Orleans,
LA, in April the remaining FSIS
segments and employee
organizations met to explore the
their participation on safety and
health committees. Attendees at this
meeting included representatives
from Administrative Services
Division, Personnel Operations
Branch, Technical Service Center,
Financial Processing Center,
Human Resources Development
Staff, and the three Field Service
Laboratories as well as
representatives from the National
Association of Federal Veterinarians
and the Association of Technical
and Supervisory Personnel.

At some locations such as the
Personnel Operations Branch or the
Field Service Laboratories, safety
and health committees have or can
easily be established.  Due to their
dispersal or lack of similar interests,
other groups of employees such as
supervisors or office personnel are
not currently represented on safety
and health committees.  It was also
apparent from discussions at the
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meeting that as a result of the
reorganization, many people were
unaware of their safety and health
contact in the Environmental, Health
and Safety Branch.  As a result, it
was agreed that establishment of
safety and health committees at
locations where a number of FSIS
employees are assigned is to be
encouraged.  However, the
establishment of additional
committees to represent employees
not assigned to the same location
should be held in abeyance until
there is a clearer understanding of
existing safety and health
committees.

Safety and Health Inquiries

Another recommendation made at
the USDA Safety and Health
Conference was that an
Occupational Safety and Health
Contact be established for each
FSIS facility or inspection
establishment.  Thus, if you have
any questions regarding the FSIS
Occupational Safety and Health
Program, please contact the Safety
and Health Official for your
workplace.  For Districts, including
Circuits and the District Office, the
Safety and Health Officials are:

Alameda, Salem, Boulder,
Minneapolis
Roger Perkerewicz
Telephone: 303-497-5411

Des Moines, Madison, Chicago,
Pickerington
Carol Leonard
Telephone: 515-727-8980

Lawrence, Springdale, Dallas
Harry Thompson
Telephone: 214-767-9124

Philadelphia, Albany, Boston,
Greenbelt
Harry Springfield
Telephone: 215-597-1123

Raleigh, Atlanta, Jackson
Ray Kobaly
Telephone: 404-562-5961

For the Washington, Omaha,
Minneapolis, Des Moines, and
College Station office locations,
contact Tom Wright (202-720-3845).

If you are located at one of the three
Field Service Laboratories, contact
Kevin Dressman (202-690-1276).

The Anatomy of A Multi-District
Safety and Health Committee
by Robert Owens, Field Operations
Telephone: 202-401-8843

FSIS is challenged by new and
innovative technology in the
workplace.  Our safety program
mission is to meet this challenge by
maintaining a safe work
environment for all FSIS
employees.  In our recent
reorganization we changed our Field
Operations structure from 5 Regions
to 18 Districts.  Among the 18
Districts, we have established 5
Multi-District Safety and Health
Committees as an interim plan until
a new contract is negotiated with the
National Joint Council.

The membership of the Multi-District
Safety and Health Committees
consists of Bargaining Unit and
Management Representatives. The
Administrative Services Division's
five Field Safety and Occupational
Health Specialists are responsible
for overseeing the activities of the
Committees.  The primary purpose
of the Committees is to address
safety and health issues of concern
to the Districts represented.
However, each committee is free to
organize and assign responsibilities
as members agree.

Refer to the list of Safety and Health
Officials in the preceding article for
the current District groups and the
Safety and Occupational Health
Specialist assigned to those
Districts.  You may contact these
employees for more information on
their Multi-District Safety and Health
Committee's activities and the
occupational safety and health
program in the Districts for which
they are responsible.

SUPPLIESSUPPLIES

Supply System Training Video
by Pete Bridgeman
Telephone: 202-720-5743

Copies of this video were sent out to
each District Office the week of May
18th.  Enough copies were sent for
each Circuit Supervisor to have their
own copy and the District to have 2
extra copies.  Circuit Supervisors
have been asked to show the 12-
minute video at Work Unit Meetings.

New Catalog Delivered

All Landover Service Center
Customers should have received
the new catalog, dated April 1998,
during the month of May.  If you
have an account with Landover and
have not received the new catalog,
let us know and we will have a copy
sent to you.

Aprons

It has come to our attention that the
new blue aprons for poultry
slaughter that we recently began to
stock are not long enough.   We will
be getting the longer aprons into
stock at Landover by the end of
June - these will still be available as
item number FSIS-46.

Egg Products and Compliance
Addendums

We did not include items found in
the Egg Products and Compliance
Addendums to the initial catalog in
the new April 1998 revision of the
Landover Catalog.  There are a
number of items that are stocked
only for Egg Products Inspection
and Compliance use that are not
needed by the rest of the field.  If
you need a copy of either of these
addendums, please contact the
1-800-714-8335 number to order.
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Correction

In the May issue of the ASD Service
Beacon we reported that a new
form,
FSIS 1400-96, "Label-Fax
Transmittal" would be available
around the end of June.  Please
disregard this message - this form
has been canceled.

Award Items Addendum

We will be sending out an Award
Items Addendum to the District
Offices and Circuit Supervisors
shortly.  This addendum will list
items such as certificate holders and
non-monetary award items that will
be available for supervisors to
order from Landover.  The
Personnel Division will issue
guidelines for the use of these
items.

Labels For Government Locks

We expect these to be available by
the middle of June. These are for
affixing to the Government Lock to
identify them as USDA locks.  The
Item Number for ordering these is
FSIS-49 LABEL, available as EA
(each).

Helmet Decals

We are planning to make a USDA
decal for the Hardhat Helmets
available within the next month.  We
will post the item number for these
in a future issue of the ASD Service
Beacon, when they become
available.

PAPERWORK MANAGEMENTPAPERWORK MANAGEMENT

Electronic Forms in Your Future
by Daniel T. Brooking
Telephone: 202-690-1124

The Forms and Reports Section is
working to expand the use of
electronically produced forms.
Since 1987, we have been using
electronic software to design and
convert hard copy (paper forms) to
electronically produced forms. With
the advent of new software, we are
able to design the forms
electronically and make them user-
friendly so that they now can be
filled-in and completed on screen.
We have received many requests to
convert paper forms to electronic
formats.  Over the last year, we
have been working with the Field
Automation and Information
Management (FAIM) Staff to design
and implement a system that will
allow the agency to electronically
design, fill, print, save and distribute
forms.  Several Administrative and
Program forms are being tested in
Washington, DC and the District
Offices.  Our goal is to reduce the
use of preprinted forms and make
electronically generated forms more
accessible to all levels within the
Agency.

Recent Agency Issuances
by Mary M. Wissman
Telephone: 202-720-8287

The following notices have been
issued since the May 1998 edition of
the ASD Service Beacon.  These
notices are available in an electronic
format from the "PCDIALS" library
in OpenDesk and from the "Agency

Issuances" public folder in the
Exchange mail system (Outlook).

Notice 15-98 (4/20/98)
Thrift Savings Plan (TSP) Open
Season May 15 Through July 31,
1998

Notice 16-98 (4/22/98)
Chart of Key Officials--March 1998

Notice 17-98 (4/29/98)
Annual Notice to High-Mileage
Drivers

Notice 18-98 (5/11/98)
Streamlined Procedures for
Performance Standards

Notice 19-98 (5/12/98)
Electronic Mail (E-Mail)
Recordkeeping Requirements

Directives and notices are
distributed automatically to
applicable Agency employees and
offices.  Additional copies are
available from:

Printing and Distribution Section
USDA, FSIS, ASD, PMB
1400 Independence Ave, SW
Room 0157 South
Washington, DC 20250-3700
Telephone: 202-720-4661

To comment on this newsletter or
to submit an article for
publication, please e-mail, write,
or fax:
   Kevin Dressman
   Editor, ASD Service Beacon
   USDA, FSIS, ASD
   Room 2944 South
   Washington, DC 20250-3700
   Fax: 202-720-7124
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ATTACHMENT 1

Administrative Services Division Activities

Procurement and Property Branch

Acquisitions and Agreements Section: Manages the acquisition program for: 1) awarding
contracts; 2) procuring construction and architectural engineering services; 3) administering
coorperative agreements with States, counties, universities, other Federal agencies, and private
industry; and 4) providing nationwide contracting services for supplies, equipment, and services.

Personnel Property, Motor Vehicle, and Supply Section: Maintains systems for: 1) supply
management at Landover, MD, providing equipment, supplies, and forms to field personnel; 2) motor
vehicle management overseeing assignment, use, and replacement of vehicles; and 3) the effective
control of acquisition, use and disposal of personal property.

Real Property and Facilities Management Section: Provides a program for the: 1) acquisition,
use, and disposal of the real property; and 2) maintenance, security, and safety of Agency-owned or
occupied space and property.

Paperwork Management Branch

Directives Management Section: Administers the directives management program by: 1)
managing an effective, user-oriented, integrated issuance system; and 2) issuing administrative
operating instructions; and 3) providing technical expertise on the formulation and execution of
directive management policies, based on related regulations and legislation.

Forms and Reports Section: Directs the forms management program by: 1) formulating and
recommending policies, plans, objectives, methods, and procedures governing forms and reports
(electronic or paper) within FSIS that conform with department and Federal regulations; and 2)
providing technical expertise on the development of forms.

Printing and Distribution Section: Manages a program for: 1) providing nationwide printing,
binding, reproduction, and distribution services; and 2) maintaining the Agencywide automated
distribution system, including both manual and automated mailing lists.

Records Management Section: Directs a nationwide program for managing records,
correspondence, and mail management including 1) establishing recordkeeping standards and
procedures; 2) directing the creation and preservation of records; and 3) developing mail improvement
techniques.

Environmental, Health and Safety Branch: Directs a comprehensive program for: 1) occupational
safety and health, by evaluating activities, plans, and facilities for compliance with established
standards and policies and providing training to Agency employees; 2) environmental management,
including assuring sound management of hazardous and infectious materials and waste and
recommending source reduction and affirmative procurement practices; and 3) engineering services
by providing engineering and architectural services for renovations at the three FSIS laboratories.
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ATTACHMENT 2

ADMINISTRATIVE SERVICES DIVISION

Name Title Telephone Number

Office of the Director
Glen Durst Division Director 202-720-3551
Perry Hamilton Management Analyst 202-720-0098
Larissa Maynard Secretary 202-720-3551
Shaina Harris Office Automation Clerk 202-720-3551

Procurement and Property Branch 202-720-3057
Ramona Swann Branch Chief
Julie Adams Procurement Analyst
Sue Miller Secretary

Acquisitions and Agreements Section
Jerome Sligh Section Head 202-720-4432
Claudia Andrews Contracting Specialist 202-720-8442
Tawana Nathan Contracting Specialist 202-720-3523
Anita Voiselle Contracting Specialist 202-720-0586
Janet Elm Contracting Specialist 202-720-0572
Madonna Langley Contracting Specialist 202-720-3614
Kim Hersh Contracting Specialist 202-720-9891

Personal Property, Motor Vehicle and Supply Section
Peter Bridgeman Section Head 202-720-5743
Brian McNiff Property Management Specialist 202-720-4162
Vikki Beaty Gen. Supply and Property Management

Specialist
202-720-4413

Tammy Ladd Property Management Specialist 202-720-4993
Yvette Bamiro Property Management Specialist 202-720-5501
Floyd Tazel Supply Technician 301-436-4220

Real Property and Facilities Management Section
Jo Patterson Section Head 202-720-3033
Terry Reid Realty Specialist 202-205-3819
Teresa Major Realty Specialist 202-720-9613
Jim Evans Space Management Specialist 202-720-7190
John Chatmon General Supply and Property Management

Specialist
202-720-5500

Carmen Torrent Procurement Management Assistant 202-720-5500
Charles Greenfield Materials Handler 202-720-5500
Bradley Pollard Materials Handler 202-720-5500
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Paperwork Management Branch
Bob Byrd Branch Chief 202-720-8420
Lydia Maynard Secretary 202-720-8420

Directives Management Section 202-720-8287
Mary Wissman Section Head
Emily Proctor Management Analyst
Kim Richardson Management Analyst
Michelle Adams Secretary
Vickie Marshall Office Automation Clerk

Forms and Reports Section
Dan Brooking Management Analyst 202-690-1124
Toni Calderone Management Analyst 202-720-6300

Printing and Distribution Section 202-720-4661
Tom Hughes Section Head
Cleve Anderson Printing Specialist
Willie Gibson Printing Specialist
Maxine Grant Printing Specialist
Julie Harmon Printing Specialist
Anna Hasinsky Printing Clerk
Antoinette Lyles Printing Clerk
Stephen Grimes Clerk
Isiah Pearson Clerk

Records Management Section 202-720-5033
Vernie McLendon Section Head
Carol Zrioka Management Analyst
Sherri Rardon Management Analyst
Candicec Tibbs Secretary

Environmental, Health and Safety Branch
Victor Randecker Branch Chief 202-205-0428
Tom Wright Safety and Occupational Health Manager 202-720-3845
John Campbell Management Analyst 202-720-0541
Kevin Dressman Environmental Protection Specialist 202-690-1276
Betsy Kogan Safety and Occupational Health Specialist 202-720-9968
Ray Kobaly Safety and Occupational Health Specialist 404-562-5961
Carol Leonard Safety and Occupational Health Specialist 515-727-8980
Roger Perkerewicz Safety and Occupational Health Specialist 303-497-5411
Harry Springfield Safety and Occupational Health Specialist 214-767-9104
Harry Thompson Safety and Occupational Health Specialist 215-597-3720

Note:  Employees can also be contacted through the FSIS e-mail systems (OpenDesk or Exchange).


